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SAAR Documentation Overview

Purpose

The Superintendent’s Annual Attendance Report (SAAR) provides year-end attendance
information used to calculate the school district’s enrollment, membership, average daily
membership (ADM), percent of attendance, home and hospital ADA and adjusted average daily
attendance (AADA).

All information is reported by school, grade level, and by transportation code.

Due Date
The SAAR is due to KDE by June 30™. It is strongly encouraged that districts submit and verify
their reports as soon as possible.

Adjusted Average Daily Attendance
The attendance calculation in Infinite Campus does NOT divide grade 00 in half. Once the
numbers are sent for SEEK calculating, grade 00 will be adjusted at that point.

Kindergarten Retention
If a student is retained in Kindergarten with a 00 for the first year and a 00 for the second year,
grade 00 will be adjusted in the SEEK calculation for the second year also.

Focus Areas
The SAAR includes the following information for the entire school year aggregate day’s
attendance and absence:

race and gender count

adjustments for less than full-time attendance (Partial Day)

nonresident/non-contract

overage and underage

virtual/performance based courses with passing grade

eligible suspensions and eligible expulsions

up to 10 (ten) low attendance days due to weather

up to 10 (ten) low attendance days due to weather or health and safety — N Day Approved
by KDE

o five (5) lowest attendance days which are automatically selected by the system

“ Note: All information is reported by school, grade level, and by
T\ transportation.
—
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SAAR Focus Area Records

Record 1 Calendar

Record 2 Enrollment/Reenrollment

Record 3 Withdrawals

Record 5 Ethnic Count (R2 — R3 = R5)
Record 7 Aggregate Attendance

Record 9 Non-Contract Overage/Underage
Record H Home/Hospital

Record N Non-Traditional

Record W Five Low Attendance Days

Record L Ten Low Attendance Weather Days

Record 5 — Ethnic Count
e Ethnic Count — Active students on the last day of the 10" month of school
Run Record 2 and Record 3 of the SAAR Report
o R2 (Enrollment + Reenrollment) — R3 (Withdrawals) = R5 (Ethnic Count)

Path: KY State Reporting > SAAR Report > Check box R2 and R3 and select extract format of
PDE All Calendars, and leave the date range blank.

Enrollment — Withdrawals = Ethnic Count

Note: Ethnicity codes may not match if a withdrawal code was left off or if a student was
enrolled and their ethnicity was not entered in during enrollment. These are the first two places
to check if codes do not match properly.

Record 7 — Aggregate Days Attendance and Absence

e State Enrollment Overlap
Path: Student Information > Reports > State Enrollment Overlap

Enrollment overlaps occur when the begin/end dates of one primary enrollment overlap
with that of a second primary enroliment record for the same student. KDE will not
process a district SAAR until after all overlaps more than one day are corrected.

o Review Step: The State Enrollment Overlap report will identify these overlapping
records, which should be corrected.

Note: One day overlaps are allowed and should remain within Infinite Campus
with the exception of a one day overlap in the same district. Be very careful
which enrollment record you end date as attendance and grades are tied to
enrollment.
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e Student Schedule Gaps
Path: KY State Reporting > Edit Reports > Schedule Gap Report
This tool is used to locate student schedule gaps. The report shows any days the student
has schedule gaps from the enrollment begin date to the withdrawal date (if applicable).

o Review Step: Correct any schedule gaps for any dates shown on this report. Perform
this for any withdrawn students as well, since they do affect the attendance reports.

e Overlapping T Codes
Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Overlapping T
Codes
Students with overlapping transportation codes need to be corrected. Run this query for
each school.

Note: If the Year is set to the current school year, then the search function for this ad hoc
will only find students active within the current year with a T-code overlap. The overlap
could be within any school year.

o Review Step: Correct any overlapping transportation records.

e Missing T Codes
Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Missing T Codes
All students should have a T code associated with their school enrollment record. Run the
Missing T Code filter for each school.

o Review Step: Assign a transportation code and enter a date segment for students.

Transportation segments are school specific. An enrollment record at each school should
have a transportation record associated with it.
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e Close Gaps in Period Schedules

Path: System Administration > Calendar > Calendar > Periods Tab

Period Schedule Info

*MName *Sequence ExcepliondZpecial  Instructional Standard School
|51 | |1 | Dray Minutes Dray Day
(] 380 m:%es 415
Warning: Values in existing affendance records will be updated if you add or delefe a penod, modify
& period's start or end fime, or check or uncheck Standard Day. You may expernience & delay upon
saving these changes.
*MName *Sequence Start Time End Time Mon Mon Standard
Instructionsl Inztructicnal Day
Time Period
> | |[1 NETECEETE | ] v
|2 IE | loss0am  |lozsoam (o | ] i
X2 IE | [oasoam  |[10s0Am [0 | (] ]
|4 |[4 | [1050am  |[12s0PM  |[25 | ] i
s |[5 |[1250PM  |[Dt:50PM (D | ] ¥
e |6 | [o1:s0PmM  |[ozsoPm [0 | ] v
» [7acTraTy |[7 |lozsoPm  |lo2s1Pm |[o | [ ]
» |viPB IE |[0251PM  [[D400PM  |[D | [+ ]
» |BLock |9 | lo4poPm  |losooPm (o | ;i ]
Add Period

o Review Step: Ensure no time gap from period end to period start. Include passing
time, lunch time and recess within periods.
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e Partial Day Attendance Group

Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Partial Day
This ad hoc can be used to identify students with a partial day attendance group.

o Review Step: Ensure that the setup is correct for partial day students.

Attendance Group
EE’ 10 18-17 Lynn Camg High 08112016 {2 5)
E ----- !| StariDate: 0309/2017 EndDate: 051972017 AttendanceGroupPAR
: e !| StariDate: 084112016 EndDate: 022272017 AttendanceGroup PAR
E’ 059 15-16 Lynn Camp High 08M22015{1 )
E’ 02 14-15 Lynn Camg HighMiddle 08/13/2014 (1)
E’ 07 13-14 Lynn Camp High School 082172013 (2 s)

Aftendance Group

*Enrollment

16-17 Lynn Camp High Grade:10 Start:08M11/2016

ttendance Group

*Start Date End Date
| PAR:Partial Day

[ooei2017 |Ta] [osi1ei2017 [T

Start Time End Time Ayg Partial Minutes Percent Enrclled
02:00 PM 300 71.4%

Instructional Periods: 08:00 AM - 03:00 PM

* FParfial Minutes was auwto-calculated based on the maximurm schedwled minutes if no start time and end time
specified

* Adding/Changing the startfend time and startrend date will updafe the attendance records

Verify start date, start time and end time match the student’s IEP (as applicable). Further
information on partial day setup is available through the Attendance Group (KY).pdf document
that can be downloaded from Campus Community with Infinite Campus (user 1D and password
required). You can also click on the hyperlink below for further details.

Data Standards 2017
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e Missing Enrollment End Status Report
Path: KY State Reporting > Edit Reports > Missing Enrollment End Status Report

This report identifies students who have an enrollment with an end date but no associated
end status.

| 8 General Enroliment Information

Calendar Schedule {read only) *Grade Class Rank Exclude
15-16 Knox Central High School MAIN W D

*Start Date Mo Show  End Date End Action =Zenvice Type
DEM2/2015 [T J D5/02/2016 [T

*Start Status End Stafus

[ ED1: First enroliment of the year v
~Erepali Reasons

| |
Start Commenis End Comments

I )

Record 9 — Non-Contract and Over/Underage

e Non-Resident Non-Contract Students
Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Non-Resident
Non-Contract

Student Audit Non-Resident Non-Contract ad hoc identifies students who are non-
residents and do not have a contract agreement.

Note: The ‘Resident District’ value should be maintained by the district to indicate the
resident district of any student who does not reside in the district.

o Review Step: Verify that these students reside outside your district and you do not
have a contract with that district.

Below is the proper set up for a Non-Contract student

Path: Student Information > General > Attendance Group Tab

B[4 12 16-17 Knox Central High School DA/082016 (1)

Attendance Group

*Enrollment
J_;l.ﬁdﬂ'mwmgh&hml Grade: 12 Start:08/08/2016 v|

*Attendance Gmup\ *Start Date End Date
[NC:Mon-Contract ) v Dain1i2016 [Te] | [
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e Non-Resident Contract Students
Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Nonresident
Contract
The Student Audit Non-Resident Contract ad hoc identifies students who are non-resident
and do have a contract agreement or are the child of a district employee.

o Review Step: Verify that non-resident students have a contract on file.

Note: The ‘Resident District’” value should be maintained by the district to indicate the
resident district of any student who does not reside in the district. If students on this ad
hoc do not reside outside of your district, remove the resident district from their
enrollment.

The path shown below is the proper set up for a contract student.

Path: Student Information > General > Enrollments

B General Enroliment Information

Calendar Schedule (read only)  “Grade Class Rank Exclude External LMS Exclude
16-17 BEECHWOOD HIGH SCHOOL | n

*Start Date Mo Show End Date End Action *Senvice Typs

n I V] [FPumay g

*Start Status End Stalus

[ ED1: First enrcliment of the year v v
Dropout Reasons

v]

Start Comments End Comments

I

2 Future Enroliment
Mext Calendar Mext Schedule Structurs Mext Grade
v

B State Reporting Fields
State Exclude Perkins Only

L] U

Iigrant

D Immigrant D Refugee

[ out of State [ Estra ear in Primary

D Program 504 School Choice [
[ 1 Homeless Living Status Unaccompanied Youth

D Foreign Exchange
Drop Out Questionnair Date

Resident District
Kenton County(291) v
chool of Accountability District of Accountability

4 Select a Value 4
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e Overage/Underage
Path: KY State Reporting>Edit Reports>Overage/Underage Report
This report identifies underage/overage students for further review. Check the list for
accuracy of student DOB or that all students with a waiver are correctly identified.

o Review Step: Run this report for “All Schools, All Calendars.”
Overage students will not qualify for funding on the SAAR on or after their 21% birthday.

NOTE: Grade 14 may only be selected for Special Education Students participating in Alternate
Assessment, as determined by the student’s Admissions and Release Committee and documented on
his or her IEP. This student must turn 17 years of age on or before October 1st of current school year
and must have progressed through a grade 12 assessments.

New State Grade Level 20: Post-Secondary should only be selected for those persons taking adult
classes. Adult education students enrolled in this grade level should be marked state exclude and
scheduled into a calendar marked Exclude.

This code should not be used for a student under 21 that has not receive their diploma.

e Underage — Under Age: There are two categories for Under Age students:

1. A Grade 00 student is considered “Under Age” for the entire year if their 5
birthday occurs after October 1%t of the reporting year.

2. A Grade 01 student is considered “Under Age” for the entire year if their 6"
birthday occurs after October 1%t of the reporting year.

An underage student will not receive funding for the entire year unless they qualify for a
waiver and the waiver checkbox is marked on the enrollment tab. This is indicated on the
waiver checkbox on the Enrollment tab under State Reporting Fields.

Path: Student Information > General > Enrollments

[ — [R—

P —
I 8 State Reporting Fields

State Exclude: Perkins Only

L] L

Migrant
D Immigrant D Refugee
[ out of State [ Extra Year in Primary

[ Program 504 School Choice M
D e Living Status Unaccmpjnied Youth

D Foreign Exchange
Drop Out Questionnair Date
-D

Resident District

School of Accountability Diigtrict of Accountability
Select 8 \Value — Select a Walue —
- —_
MEESIIEEE |—V| Underage Waiver

= Special Ed Fields
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e Expulsion Attendance Report
Path: KY State Reporting>Edit Reports>Expulsion Attendance Report

This report identifies students who were expelled with state code SSP2 and have invalid
data due to the attendance data not being entered properly to match the start date and/or
end date/time for the behavior resolution.

o The state Expulsion code SSP2 for Expulsion Not Receiving Services requires that
a student have a standard attendance event for Absent / Unexcused that matches
exactly the start and end date at the time of resolution.

Note: If a student is expelled with or without services, and the event happened during the
prior year, an exempt absent code must be used to receive funding. For example, the
code, CEX — Carryover Expulsion Excused and CEU — Carryover Expulsion Unexcused
(mapped to Status “Absent”, Excuse “Exempt”)

e Suspension Attendance Linkage
Path: KY State Reporting>Edit Reports>Suspension Attendance Linkage

This report identifies those students who were suspended and have invalid data because
the attendance data was not entered properly to match a behavior resolution, or the
behavior resolution doesn’t match attendance data for a state coded suspension.

Note: Sometimes this report shows errors when days are shortened, but they are not
actually errors.

o The state suspension code SSP3 — Out of School Suspension - requires the proper
associated state attendance code of S — Suspension matches exactly the date / time
of the resolution. There is also the possibility that a user could input the
Suspension attendance entry date without having the associated behavior
resolution.
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e State Attendance Groups — Home and Hospital
Path: Ad Hoc Reporting > Filter Designer > State Published > Audit Home Hospital

This report identifies students in any of the attendance groups
Review Step: Ensure the attendance is marked properly for the HH students.

Note: Use the IC Attendance Wizard to mark the student’s attendance as HH from the
initial date of entry into the HH program until the end of the school year. (This prevents
teachers from taking attendance for a student who is in the HH attendance group). When
the student returns to school, remove the HH attendance code using the Attendance
Wizard. The student’s HH attendance group record should be end dated upon the
student’s return to the regular school program via the Attendance Group tab.

Add Attendance Group Save Delete

Aftendance Group
Elﬁ & 16-17 Ridge Hospital Alt. High 03142017 (1)
StariDate: 03142017 EndDate: 03172017 AttendanceGroup:HH

*Enroliment
16-17 Bidg

Grade:06 Start:03M14/2017 End:03M7/2017

*Attendance Group *Start Date Emd Date
HH:Home/Hospital [3r42017 78] [p372017 [T

e Any student eligible for HH must be put in the HH attendance group to receive full
funding through the SEEK.

Note: Districts with a separate HH only school (i.e., 998, 999 schools) must enroll every student
in the HH attendance group.

Example Ad hoc report:

Audit Home Hospital Total Records:18
All Records

SSID Attendance Group Start DatejAttendance Group End Date
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e Kindergarten Code
Path: System Administration > Calendar > Calendar > Grade Levels

o Districts may have full or half-day Kindergarten classes or a combination of both.
The state of Kentucky provides funding for 50% (half) of Kindergarten ADA
even if a school district chooses full day of Kindergarten. This funding adjustment
is made after submission of the SAAR to KDE. The appropriate Kindergarten
code is selected from the Kindergarten Code dropdown menu:

= BDK: Full and Half Day Kindergarten
» FDK: Full Day Kindergarten
= HDK: Half Day Kindergarten

o - Calendar Grade Levels Schedule Structure Terms Periods
System Administrator =
+ Student Information MNew Save Delete
v Instruction Grade Level Editor Grade Level Detail
Mame Seq Mame (locked)
» Census a7 3 0o
- E a8 4 *Sequence Mumber
» Behavior ag 5 .
00
= Health - *State Grade Level Code
~ Attendance 00: Kindergarten -
Standard Day
+ Scheduling
» Faes [ Maximum Membership Days (== instructional days),
» Grading & Standards Whole Day Absence (minutes)
» Medicaid
Half Day Absence (minutes)
» Programs
» Ad Hoc Reporting Maximum Approved School Choice Applications
. ' 0
» Transcripts .
Kindergarten Code
» User Communication ;} FDK:Full Day Kindergarten -
Exclude from cumulative GPA/Rank calculations
F Assessment
[
* System Administration Exclude from state reporting
» Attendance =
Exempt from Assignment
= Auditing [
- Batch Queue Standard Code (SIF code)
* Calendar Exclude from SIF reporting
Calendar [
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e District Daily Attendance Report
Path: KY State Reporting > SAAR Report > District Daily Attendance

The District Daily Attendance Report should be used to determine low attendance weather days.

Previous Year AADA = 1,148.50
o Make sure you type in last year’s full SAAR AADA

= The Previous Year AADA is found on the e-mail from the prior year which
shows AADA with adjustments and AADA without adjustments.
= Choose Full AADA without adjustments

It is critical that you werify all elements of the SAAR for vour school
after July 31, 2015, KDE reserves the right to cormect an owverstates
REQUEST FOE 2004-15 SAAR AFPROVAL

SAAR 2014-135 AADA (wilbeist Endorparicn adpemtment)
SAAR F014-15 AADA (wrih kndergarten sdpsimeni] = I

"H-Jr of Coleyes F1 + FL esehe “Full Day AADA Summesy Avrendance Hepoan”

SAARE Vendication Proces

The venificatien process will fmalice the data seported on 1be Supermiendents Anal ¢
Summary Atiendance Feport, Full Dy Sommare Ad josiment Repont, T-Code Aggreg:
diid sied elecrrnically. The SAAR doa aboald be venfied by distnee persosse] wha

2]

SEAF Vol ation
Pezcmndeg

o Click “Load 5 Low Att. Days” button which will automatically fill in the five low

attendance days
o Check “District Daily Attendance” box
o Generate Report
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District Daily Attendance Report

Superintendent’s Annual Attendance Report (SAAR)

Superintendent's Annual Attendance Report (SAAR) Enroliment Report
The SAAR provides a summary of each district's attendance data for the entire school year. The Summary report types provide aggregate data suitable for state submission. The Detail report types provide student-

Report Options
Report Type

Select Calendars ¥ All Calendars
Detail '* Summary
15-16 AR CO. PRESCHOOLHE
15-16 INGBENE COUNTY ELEMENTAR.
15-16 I COUNTY MIDDLE SC
15-16 I MEMORIAL HIGH SC

Extract Format FOF v
*) Date Range

School Month

hionth
Manth CTRL-click and SHIFT-click for multiple
o (Calendars: 4 Schools: 4)

Report Selection AllReporis  Last Years Full SA4R ADA [1148.50 « Select Students

R1 School Calendar (Annusl report) ®/ Grade ;\gs‘ludents

R2 Enrcliment / Reenroliment (Annual repert, enrcliments count) 01

R3 Withdrawsls (Annuzl report, withdrawals count) g§

R3 Ethnic Count (Active students on the end date of 10th school Menth) 04

R7 Aggregate Attendance 05

RS Men-Contract / Over Age - Under Age Aftendance gi

RH Home Hospital Attendance 08 w7

RL Five Low Aftendance Days Ad Ho Fitter

RW Ten Low Attendance \WWeather Days
Days: 011272016, 01/152016, 01/19/2016, 01/21/2016, 02/08/2016, 021172016, 02116/2016, 02252016, 0301/2016, 03182016

RN Non-Traditional Instruction Days Specify 5 Low Attendance Days | Load 5 Low Att. Days ‘
No Non-Traditional Instruction Days have been set. ST —— Clear

RZ Low Attendance Health and Safety
No Low Attendance Heatth and Safety Days have been set.

R\ Virtual Performance Based Attendance
RS Out of Scheol Suspension
R Expulsicn

¥ District Daily Attendance ‘

| Generate Report | | “alidation Report | | Submit to Batch |
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After the five (5) lowest attendance days are automatically deducted, a district may request an
adjustment for up to ten (10) additional days when district attendance was low due to weather-related
conditions if all schools were in session. The district average daily attendance on these dates must be
lower than the prior year “Full” average daily attendance ADA for the adjustment to be approved.

If the district’s request is approved, the aggregate attendance for each day is deducted and replaced
with prior year average daily attendance (ADA), prior to calculating the district’s ADA. A district
must keep documentation in the central office supporting the weather-related conditions that
impacted attendance. See the below example showing 1/12/16, 1/19/16, 2/8/16, 2/11/16, 3/18/16,
1/15/16, 3/1/16, 2/25/16, 2/16/16 and 1/21/16, as low weather days.

Date Present Absont Total %
/11/201 1.101 1 1.21

121872015 F 1.112.00 97.00 120900 80%
11242015 Tu 1.119.50 99.50 121900 82%
121772018 Th 1,121.00 89.00 121000 74%

0171272016 Tu 1.131.5 7750 120000 64% L

01/192016" Tu 1.133.50 7350 120700 61% L
02082016 ™ 1.135.50 76.50 121200 63% L
02/11/2016™ Tn 1.136.00 78.00 121400 64% L
ox182016" F 1,136 .50 8350 122000 68% L
o1/1852016" F 1,137.00 72.00 120000 60% L
0301/2016" Tu 1,138.00 80.00 121800 66% L
10022015 F 1,138 50 90.50 122000 74%

(02252016 Tn 1,140 50 76.50 121700 6.3%
04012016 F 1.141.00 84.00 122500 69%
030772016 M 1.143.00 76.00 121900 62%
[02/162016™ T1u 1.143.00 72.00 121500 59% L|
0111472016 Th 1,143 00 66.00 120000 55%
[01212016® T™h  1.14300 6500 120800 54% L]
02/17/2016 W 1,144 50 70.50 121500 58%
020052016 F 1.144 50 65.50 121000 54%
020022016 Tu 1,144 50 64.50 120000 53%
020172016 1,145.00 65.00 121000 54%
111162015 1.146.00 71.00 121700 58%
11172015 Tu 1.146.50 71.50 121800 59%

-~
.

02/24/2016 w 1,146 50 68.50 121500 56%
1211172015 F 1,146 50 63.50 121000 52%
010772016 Th 1.147.00 65.00 121200 54%
011132016 w 1,147.00 62.00 120000 51%
11232015 M 1.147.50 7.5 121900 59%
1200172015 Tu 1,147.50 68.50 121600 56%
1211472015 M 1,148 50 6150 121000 51%
Last Year ADA 1,148.50
0142016 M 1.149.50 71.50 122100 59%

010672016 w 1,149 .50 6150 121100 51%
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Note: The records below will not be available when the ‘state format fixed width’ (text file) is
run. It will be populated on R7 under the column ‘Adjusted Aggregate Days.” All are additions
to the base.

Record V = Virtual: Virtual Proficient Aggregate Attendance Days’ attendance for students who
receive a proficient (pass) grade are populated on this record.

Record S = Suspension: Eligible (10 day) Out of School Suspension Aggregate Absent Days
(SSP3) attendance for students who have been suspended appear on this record (up to10 days per
student).

Record X = Expulsion: ‘District Eligible Expelled Aggregate Absent Days’ (SSP1 + SSP2)
attendance for students who have been expelled appear on this record, up to 175 of eligible
expulsion per student

e District Attendance — L Days
Path: System Administration > Calendar > Calendar > Days

< January 2016 -
Sun ‘ Mon ‘ Tue ‘ Wed ‘ Thu Fri Sat
l
o 02
03 o4 0s ] o7 ] 0g
hl hl
10 il 12 13 14 1 16
el l hl o l
17 18 15 20 | 22 23
bl
24 25 26 a7 28 29 30
5

~ Event on this Day

D:
Drate Day#
MM22016

Period Schedule

hml Da , w
Start Time

The duration field wil be calculated aummancan}r
Comments

I"\

D:
Type Diuraticn Inst,

| DayEvents |
Q —_—_: Minutes
‘ : L: Low Aftn Weather (SAAR) *%0 1]
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e Record N — Non Traditional Days (NTI)
Path>System Administration>Calendar>Calendar> Days

Non-Traditional Instruction Days (NTI) can be used on a day when school facilities are
closed due to a weather or health/safety related issue. A Non-Traditional yearly plan
must be approved by KDE, prior to the new school year. NTI days are considered a
school day with instruction.

House Bill 211 passed “Non-Traditional Days,” making all 173 Kentucky school districts
eligible to apply. You can find more information about House Bill 211 and application
information by clicking on the link: Non Traditional Days

Note: No transportation is calculated for N Days.

o Review step: Make sure you are approved for non-traditional days. Follow the
path and select “Non-traditional Instruction” day. Check both the ‘School Day’
and ‘Instruction’ boxes. Choose ‘N’ for the event type.

February 2017
o ey e e L = S
| ] = ] = | = |
] L L -
- = <
& l:: e - - nEG n
11 ne 1 -
"o nzG mES nzo nEG n
= 2 = o =
AL G Wi G B i =

Uncheck the
Attendance Box
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You will see the N Day on the SAAR Report.

1é:-1?-Centld High School
ALT 16-17HEERCeniral High Sc

Exiract Format | POF v
(®) Date Range | [ 7o | [

) School Month

Report Selection ] All Reports  Last Vear's Full SAAR ADA |:|

R1 School Calendsr (Annual report)
R2 Enroliment / Reenrollment (Annuzl report, enrollments count)
R3 Withdrawals {Annual report, withdrawals count)

R5 Ethnic Count (Active students on the end date of 10th school Month) CTRL-click and SHIFT-click for multiple
RT Agaregste Attendance (Calendars: 3 Schooals: 2)

RS Non-Contract / Over Age - Under Age Attendance TRER SNIEE

RH Home Hospital Attendance

RL Five Low Aftendance Days ® Grade All Students

=
>

RW Ten Low Altendance Weather Days o
Do s

NTI days

RN Non-Traditionsl Instruction Days
appear here

Days: 021152017, 021162017, 027242017

No Aft&ndance Heaith ande!y Days have been set.
[l Ry irtual Performance Based Aftendance

[| RS Out of School Suspsnsion () Ad Hoc Filter A
[ R Expulsion

[ pistrict Daily Attendance

RERRERR

Specify b Low Attendance Days | Load 5 Low Att. Days

Clear

Generate Report | | Validation Report | | Submit to Batch
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Checklist

Make sure you review your data to begin preparation for the SAAR. Use
the following as a checklist to ensure all of these reports are corrected

and complete:

Last Modified: 12/15/16

1. State Enrollment Overlap Report

2. Ethnicity/Missing Enrollment End Status

3. Kindergarten Full-Day/Half-Day Indicator

4. ADA/ADM Report - Full Year

5. Student Schedule Gap

6. Overlapping T-Codes/Missing T-Codes

/. Period Schedule Gaps

9. Overage/Underage

10. Suspension/Expulsion
11. Partial Day Students

12. Home Hospital Students

Division of District Support, KDE

Non-Resident/Non-Contract Students
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Clean
Data

Yes

|

Notification
e-mail to KDE
Mailbox

Reports
Correct?

C ena

Last Modified: 12/15/16

SAAR Workflow Chart

Error Message

m on Web

Appears
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SAAR IC PDF Calculation

Calculation of SAAR AADA from IC PDF Report

Record 1 = Calendar

Record 2 = Enrollment/Reenrollment
Record 3 = Withdrawals

Record 5 = Ethnic Count (R2 - R3 = Rb5)

Record 7 = Aggregate Attendance: ‘Base Aggregate Days Present’ Total Adjustment Aggregate
Days Present’” Total = RV, RS, RX (additions to the base)

e RV=Proficient attendance for virtual or performance based courses

e RS= Eligible suspensions (a district may receive up to 10 days for a child who has been
suspended)

e RX=Eligible expulsions up to 175 days

Record 9 = Noncontract Over/Under Attendance: ‘Non Contract Aggregate Days Present” and
Overage/Underage is the amount of attendance for a student who was either Non Contract or
overage/underage that will be deducted from base (subtraction from the base).

Record H = Home/Hospital: Already included in base attendance (R7). RH record comes to
KDE for the Home and Hospital ADA calculation. This is funded separately.

Record L = Five Low Attendance Days: ‘Aggregate Low Attendance Days Present Total’
(subtraction from base). Record L equals the aggregate days attendance for the five (5) lowest
attendance days district-wide, when all schools are in session. This information reduces the total
aggregate days of attendance and the number of days taught prior to the calculation of average daily
attendance (ADA).

Record W = Ten Low Weather Attendance Days: ‘Aggregate Low Weather Attendance Days
Present’ (addition to the base). The SAAR report reflects Full AADA with no adjustment made for
kindergarten. The aggregate day’s attendance for both kindergarten and P-12 for each of selected
number of low weather attendance days will be replaced by last year’s kindergarten and P-12 AADA.
Quality Review and Assurance

Ethnicity Count

Record 2 minus Record 3 = Record 5
SAAR Record 2 (Enrollment + Reenrollment)
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SAAR Record 3 (Withdrawals)
SAAR Record 5 (Ethnicity Count)
Formula: Entries + Re-entries — Withdrawals = Ethnicity Count

Review step: Run Records 2 and 3 of SAAR (PDF, All Calendars, Leave Date Range Blank)

Enrolled Days vs. Scheduled Days

There are several scenarios when students enrolled days do not match their scheduled days.
These include:

Partial Day (Not fully funded)

2. Virtual or Performance Based (School districts with Virtual and Performance based
students do not receive attendance credit until a final grade of ‘P’ or ‘Pass’ is
entered.)

Early Release Days: scheduled minutes will be less than student day minutes.
4. Schedule Gaps
5. Students without a full schedule (e.qg., fifth year senior)

Truancy

The ADA/ADM ‘Truancy mode’ should equal ‘Funding mode’ for students who have a
full schedule. Students without a full schedule are funded for the part of the day that they
are scheduled.

PDF AADA Report
The Calculation of SAAR AADA is as follows:

(Base Aggregate Days Present (R7) + Adjustment Aggregate Days Present (R7) + (Last
Year’s SAAR AADA * Sum of Weather Days and NTI days) — Low Attendance Weather
(RW) NTI Days, Aggregate Low Attendance Days Present (RL), Aggregate Days Present
(R9)) divided by Number of Days Taught minus 5

R7 + R7 adjustment + AADA (W +N) -W-N-RL-R9

Instructional Days — 5
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Use the SAAR AADA 2016 Calculator.xls spreadsheet.

SAAR 2016 AADA Calculator

SAAR Detail Reports

Several SAAR reports have detail reports that provide additional information. The reports use the
same selection criteria, attendance calculation, and business logic as the primary records, but
provide additional information at the student level to aid in troubleshooting and analysis. The
detail reports provide school-level listings of individual students who appear on the
corresponding SAAR records.

Detail reports can be run by selecting the “Detail” option in the extract editor for any of the
following records: RV, RS, RX, R9 and RH. (For detail-level information on R7, refer to the
ADA/ADM Detail report.)

Detail reports respond in the same manner as their primary records of SAAR for all extract editor
features: ad hoc, grade, calendar select, school month selection, and date range.

Select Calendars || Al Calendars

16-17 Bate Mddie School

16-17 DHS ALTERNATIVE

16-17 Hogsett Elementary Schoo
16-17 Jennie Rogers Elementary

D 18-17 Sunrise Children's Servi

16-17 Toliver Elementary Schoo

Bate Middle A Sc

DANVILLE HIGH

hoot 16-17
SCHOOL 16

6720 04/18120 CTRL-Ciick and SHIFT-ciick for multiple
22017 - 051772047 (Calendars: 3 Schools: €)

o - Select Students
y v
Report Selection ™) A8 Reports - —
Grade (00 A
01
VI R3 OverfUnder Attendance gg
V1 R9 Non-Contract Attendance 08
/| RH Home_Hospital Attendance 05
- 3 — %
Detail Reports — /I RV Virtusl Performance Based Atendance o7 v
VI RS Out of School Suspension fos |
! RX Expuision () Ad Hox Filter
' Generate Report \ Validation Report ] [ Submit to Batch .
Refresh | Show top[50_ | tasks submitted between 11242016 [75]ana[1201/2016 [75]
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http://education.ky.gov/districts/enrol/Pages/Superintendent's-Annual-Attendance-Report-(SAAR).aspx

R9 Overage/Underage Detail

Students appear on the R9 detail report when they meet the criteria for the Over Age/Under
Age sections of Record 9 (Non-Contract Over/Under Attendance).

R9 Non contract Detail

Students appear on the R9 Non Contract detail report when they meet the criteria for the
Non Contract sections of Record 9 (Non-Contract Over/Under Attendance).

RH Detail
Students appear on the RH detail report when they meet the criteria for Record H (Home-
Hospital Attendance). The detail report provides a student-level summary of attendance data
using the same criteria and calculation as the primary record, Record H.

RV Detail

Students appear on the RV Detail report when they meet the criteria for Record V
(Virtual/Performance). The detail report provides a list of students who are proficient.

RS Detail
Students appear on the RS Detail report when they meet the criteria for Record S
(Suspension Aggregate Attendance). The detail report provides a student-level summary of
attendance data using the same criteria and calculation as the primary record, Record S.

RX Detalil
Students appear on the RX Detail report when they meet the criteria for Record X

(Expulsion Aggregate Attendance). The detail report provides a student-level summary of
attendance data using the same criteria and calculation as the primary record, Record X.
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Creating the SAAR State Format Fixed Width

Superintendent’s Annual Attendance Report (SAAR)

Superintendent's Annual Attendance Report ( SAAR) Enrollment Report
The SAAR. provides a summary of each district's attendance data for the entire school year. The Summary report types provide aggregate data suitable for state subn

Report Options

FETTITER Detail '® Summary

Extract Format State Format (Fixed width) v ¢

*/ Date Range ¢

School Month lonth
hdonth 2 (
Idonth
Month 4 |
Month 5 (12
Month & |
lanth 7
vonth
vionth S |
ldonth

Tth

Report Selectipn ¥/ Al Reports

R1 School Calendar {Annual report)

RT Aggregate Attendance

RH Home Hospital Attendance
RL Five Low Attendance Days

RW Ten Low Aftendance \Weather Days
No Low Weather Days have been set.

L I NI NI SO S SR S Y

b

RN Mon-Traditicnal Instruction Days

No Non-Traditional Instruction Days have been set.

¥| RZ Low Aftendance Health and Safety

Select Calenlars ¥ Al Calendars

16-17 BALLARD CO. PRESCHOOLHE

Select Students

Last vear's Full SAAR ADA

*' Grade

R2 Enrcliment / Reenrcliment {Annual report, enrcliments count)
R3 Withdrawals (Annual report, withdrawals count)
R% Ethnic Count (Active students on the end date of 10th school Month)

RS Mon-Contract / Over Age - Under Age Attendance

Ad Hoe Filter

Specify 5 Low Attendance Days |

No Low Attendance Health and Safety Days have been set.

B Arual RPedorranss Based Adendance

| alidation Report |

| Submit to Batch |

Last Modified: 12/15/16

Division of District Support, KDE

16-17 BALLARD COUNTY ELEMENTAR
16-17 BALLARD COUNTY MIDDLE SC
16-17 BALLARD MEMCRIAL HIGH 3C

CTRL-click and SHIFT-click for multiple
(Calendars: 4 Schools: 4)

All Students

]
01
02
02
04
05
DS
o7
08

Load 5 Low Att. Days

- - 77
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Steps:

NG~ WONE

9.

Extract Format should be set to State Format (Fixed width)

Select Date Range and leave the date range blank

Report Selection should be marked as All Reports

Enter in last year’s Full SAAR AADA (relative for low attendance weather days)
Select Calendars should be marked as All Calendars

“Last Year’s SAAR ADA” should be entered a last year’s FULL AADA.

Generate Report

File name should be saved as SAARXXX.YY (XXX = District Number, YY= School
Year) Example: SAAR011.17

Submit file to KDE.

The same process as listed above should also be completed to generate the SAAR PDF for
verification purposes. The SAAR PDF should be generated immediately following the SAAR
State Format report. If the SAAR PDF is completed at a later time, the information on the two
reports may not match. Select the Extract Format as PDF with no other changes and generate
the reports. Save these reports in the event they are needed for comparison purposes.

Submission of the SAAR to KDE
Electronic Submission Process

Each district’s SAAR State Format file is submitted via a Website link on the KDE Web site at:
http://opsupport.education.ky.gov/saar/

Steps:
1.
2.
3.
4.
5. Once the SAAR file is submitted the following steps occur:

The file is submitted and goes through the error check process.

Any errors found are listed on the page (See Appendix B).

Errors must be corrected before the submission process is complete. (School district
personnel may consult with the KDE SAAR contact person for questions regarding errors.)
Once errors are corrected the submission process is completed via the KDE Web site.

o The KDE Attendance Mailbox receives a notification via email.
o The school district submitting the file receives a confirmation via email.
o The .txt file is loaded into KDEADA application.
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Kentucky.gov KY Agencies | KY Services | Search 8= A for i

About Schools & Districts | Instructional Resources | Administrative Resources | Site Map

January Growth Factor

|Step 1: Locate the file

Ronda Devine
502 564 5279
email

SAAR Error Checks
document

Growth Factar Error
Checks document

January Growth Factor
Error Checks
document

Press the "Browse" button and navigate to where your file is located. Only files named JANGF
[district number][school month].16 are accepted. The file you are submitting here is the "State
Format' (fixed width) from your student information system. Please do not send any PDF
documents via this site.

Browse...

|Step 2: Check your file

Press the "check file" button to send your file to be error checked and continue to Step 3. The error
guide document on the left hand side of this page will show a list of all potential errors.

About this Site | Feedback: webmaster@education.ky.gov | Contact Us

Copyright ® 1999-2012 Commonwealth of Kentucky

Privacy | Disclaimer | Accessibility Statement

Step 3: Review any errors

Below you will find any errors in your file. If there are errors, please correct them in your file and
start over at Step 1. Steps 1 O 3 can be completed as many times as necessary. If no errors are
present please continue to Step 4. If you complete step 4 your file will be locked and no new
submissions can be made until KDE unlocks the file. If you need to resubmit, please email the KDE
Attendance Mailbox. If you need assistance with an error please contact
ronda.devine@education. ky.qov.

Error Message Example:

FRANKLIN |181/01 ll 12 Record 9 Over/Underage student count entered Apr 18 2017 13

A SAAR Error Check document is available from the KDE SAAR file submission.
Error Checks Document

Common errors for file submission are listed and districts may review this document prior to
submitting their file.
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http://opsupport.education.ky.gov/saar/

Step 4: Submit your file

If everything is satisfactory, enter your email, district and any comments you want to send, then
press the "submit file" button. Please put your phone number and the names of any additional
people to be notified in the comments field. REMINDER: Once submitted, the file will have to be
reset by KDE if a new submission is needed.

| | * your email

| | * your name

| | * your phone

| | * your district

| | * your Superintendent's name

| | * your DPP's name

*your Finance Officer's name

comments

Thank you for your submission. KDE has been notified to review your data.

|Sfep 3: Summary Reports

The submitted report will be reviewed and analyzed. KDE will generate your SAAR Summary Report
and email your district a copy.

| Step 6: Verification

Once you receive the SAAR Summary please review the contents carefully. If the summary report is
satisfactory, please reply via email KDE with an official statement of verification. The SAAR
will not be considered complete until KDE receives an official statement of verification.

Note: Please enter all names as they appear in the Global mail listing
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Error Guide

Internet Explorer (IE) Settings
If your file will not download in Internet Explorer (i.e., IE sits and spins) then check your
settings for file downloads using the following steps:

1. Go to Tools/Internet Options

Tools EEEs

Delete Browsing History. ..

Pop-up Blocker »
Fhishing Filter 3
Manage Add-ons 3

Windows Update

Diagnose Conneckion Problems., ..
Send to Onefloke

Internet Options

2. Select Security and then click on Custom Level

General | Security | Privacy | Content | Conmections || Programs || Advance

Select a zone to view or change security setkings,

@ @ / ©

Inkernet NG Trusked sites Restricted
sites

Local intranet
This zone is for all websites that are

0 found on your inktranet.

Security level for this zone

Custom
Cuskom sektings,
- To change the settings, click Custom level,
- To use the recommended settings, click Default level,

" Custom level.,.. H Default level ]

3. Scroll down to Downloads. The ‘Automatic prompting for file downloads’ must be set to
‘Enable’

Security Settings - Local Intranet Zone

Settings

,9-3 Downloads
,3'-3 Automatic prompting For file downloads
() Disable

.
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KDE Contact Information

KDE is available for questions during the SAAR submission
process. Please contact Ronda Devine at 502-564-5279, Extension
4444 or via email at ronda.devine@education.ky.gov_for
information and assistance.
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